Creating a Document in CMS

To create adocument from the system, search for the case you want to work with and open it. Click on the
Documents tab at the top of the screen.
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Click on the Generate document button. The following screen will be shown. For templates that are for court or
other events, you usually need to select the event you are creating the document for. If it is being sent to
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Search for an event or a group of participants to base document on or leave everything
unselected to base document off of case alone.
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Wilma Flintstone WITNESS
John Jones ARRESTING OFFICER

Participants:

Jason Smith ARRESTING OFFIC

Exclude Declined:

Exclude Dismissed: E

P ———— Optionally select an event and/or participant(s) to
be included in the document; then click on the
Generate Document button.
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witnesses or victims, you would select one or more participants as well. For an Information, just click on the
Generate Document button to create the document in the system. The document will then be shown in your
document list. Just click on the blue arrow to open the document in your word processor.
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The document should now be in your word
processor and you can make changes, if
needed, and print it as you would any other
document.

Click on

COpento
view
document in
your word
processor.

If you get an error like the following, you will need to follow the alternate steps detail ed below to open your
document. This happens only on afew computers and is not normally a problem. We're working on afix.
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Alternate steps to open document:

| Internet Options

Click on Advanced tab,
then make sure that the
Notify when downloads

Click on OK to close.
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Click on Save to
save the
document to your
local hard drive.

For this alternate method to be most
effective, please make sure the following
setting is selected in your Internet Explorer
browser. To get to this screen, click on the
Tools: Internet options menu. Click on the
Advanced tab and scroll down until you find
the setting shown in theillustration. Make
sure the box is checked, then click on OK to
save the option and close.

Now, click on the blue download arrow next
to the document you want to open.

When you are asked if you want to Open or
Save, click on the Save button.

Save the document to your My Documents
folder and after it's saved, click on the Open
button to open it in your word processor (see
illustrations below).

NOTE: DO NOT change the file name!
Click on the My Documents icon on the left
side of the box then click on save.



Click on the My
Documents icon on
the left, then click on
the Save hutton.
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| Finally, click on the Open
1 bution to show it in your
word processor.

The document should now be shown in your word processor, ready for you to edit or print it. To save any
changes, please refer to the Save Changes topic. f




Saving a Document in CMS

After you open a document from CM S and make any changes to it, you need to saveit if you want the changes
to be available later. The system will save a document when it createsit, but if you make changes after opening
it and want to save those changes for later use, please follow this procedure.

Click on the Save asicon or use the File: Save as menu.
The process is dightly different depending on your word processor.

For WordPerfect users

twork Places

1. Change the file type to Rich Text Format (RTF)
2. Select My Network Places in Save in

= 5. Double click en autoFile ...

4, Click on Save

5. Click on Yes when prompted to overwrite

Note: DO NOT change the file name!

If you follow the steps outlined above, your changes will be saved back to the server and be available for the
next time anyone wants to open this document.





For Microsoft Word users

1. Click on My Network Places on the left side
2. Double click on autoFile ...
3. Click on the Save button.

NOTE: DO NOT change the file name!

Rich Text Format {*.rtf)
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